
Dear Property Owner(s),

Subject: Property Recording Ordinance

In 1993, the City adopted an ordinance requiring all property owners to record their ownership and certain other
information with our Department. Exceptions to this recording requirement include personally owner-occupied 1
and 2-family  resident ial  propert ies and condominium uni ts  where the ownership is recorded as such with
the Milwaukee County Register of Deeds and this is the owner’s year-round primary residence. Other exceptions are
jails, convents, monasteries, parish rectories, parsonages and similar facilities, hospitals and residential facilities
licensed by the city of Milwaukee or the state of Wisconsin or government-owned buildings. 

Additionally, the following are exempt from the property recording ordinance: 
1) Newly constructed residential and commercial buildings until actual occupancy of the units in the buildings

commences;
2) Residential and commercial buildings owned for less than 15 calendar days prior to the sale or transfer to new

owners; however,  the holder of the property during those 15 days must file a seller notification for each property
sold or transferred; and

3) Vacant lots.

While the information will be used primarily to notify owners of building code violations, it may also be used to
inform owners of property-related ordinance changes when they occur. Many owners have already benefited from the
use of the recording information. Additionally, the information is available to the Fire and Police Departments to
contact you about your property if necessary.  This information is available on the City’s home page
(www.city.milwaukee.gov) on the internet.  Select the Get Property Information link.  Next, enter the address,
click SUBMIT and then scroll down to (Property Recording, Violations, Service Requests, Permits) to view
information. Click on the “blue colored” (See Details) to load the information. Anything in “blue” can be drilled
down for more information.

Failure to comply with the Property Recording ordinance may result in:

1.  DAILY FINES  of $150 to $5000 which can be placed as a l ien on your property.

2.  Tenants may REDUCE THEIR RENT BY 50% in unrecorded properties that have other health
or safety violations.

3.  A monthly $76. 05 assessment may be added to your tax bi l l  for fai lure to comply.  This fee
includes a 1. 4% Training and Technology surcharge.

Please comply with the ordinance by promptly filling out and returning the application form.  Forms are available
on-line at (www. mi l waukee. g o v / dns / fo rms ).  If you have questions aft er y o u hav e read al l  t he
instruct ions that follow, call (414) 286-8569. Thank you for your cooperation.

Sincerely, 

Art Dahlberg 
Commissioner Neighborhood Services 

Department of 
Neighborhood Services

841 North Broadway, Rm 105, Milwaukee, Wisconsin 53202-3613  Phone (414) 286-8569

Art Dahlberg
Commissioner

Thomas G. Mishefske
Operations Manager
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PROPERTIES WHICH MUST BE
RECORDED
All persons owning properties must record them with the
Department of Neighborhood Services.  Owner occupied
one and two family residential properties and condominium
units that are recorded with the county Register of Deeds as
such, have the option to record with DNS at no cost if
they wish. For the purpose of this ordinance, a “property”
is defined as one or more buildings on a single taxkey
number. (Residential and non-residential properties must be
recorded on separate applications.)  Only similar properties
with the same transfer/sale date may be  included on one
application.

If the ownership information is not identical, a separate
application is required for each property.  (For example, if
Jane Smith owns one property by herself and one property
with her father, she must submit two applications; one
application for the one she owns by herself and one
application for the one she co-owns with her father.)

A separate application is required for each type of
ownership. (For example, if Jane Doe is titleholder for one
property and is a land contract purchaser for another
property,  she must  submit  two applicat ions;  one
application for the one in which she is titleholder and one
application for the one on the land contract.)

SELLER’S RESPONSIBILITY
Sellers must notify the Department of a new owner’s name
and address within 15 days of the sale or transfer of ownership
interest, by filing a Seller Notification form (free of charge).
The S el l er Noti fi cation form i s  the only way to
noti fy the Department that you no longer own the
property. Only one owner is required to sign the form.  If
you no longer own the  property in question, you may
download a form from our web site 

(www.milwaukee.gov/dns/forms) 
and go to the Department of Neighborhood Services Property
Recording page at

(www.milwaukee.gov/propertyrecording).
You can also call  (414) 286-8569 to request a Seller
Notification form. 

SECTION 1: Filing an Application

The fee for filing an application is $81.12, except:

1) If previously owner occupied – $40.56 fee
2) If recorded within 15 days of transfer of title – $40.56 fee
3) If owned by same entity since October 1, 1993 – $40.56

fee
4) If currently owner occupied – No Fee. 

These fees include a 1.4% Training and Technology
surcharge.

An Update to an Existing Application is required when:

• there is a change of name, address or phone number for any
person/corporation listed on the application, a change in
registered agent, operator or preferred contact; or

• the sale or transfer of ownership is between husband, wife,
father, mother, son, daughter, brother, sister, grandfather,
grandmother, grandson or granddaughter.  The previous
owner must have recorded the property prior to transfer/sale;
or

• there has been a satisfaction of a land contract; or

• there has been a termination of a land contract; or

• an owner’s name needs to be removed due to a divorce,
death, or other circumstances.

There is  no fee to update an existing appl ication.
The update must be fi l ed wi thi n 15 days  of the
change.  

SECTION 2: Property Description
Enter the TAXKEY NUMBER and the ADDRESS of the
property,  including address range (e.g. ,  121-131 N.
Boardwalk Av., not just 121 Boardwalk) and the number of
residential units for the taxkey number. 

Owners of More Than One Property
You may submit one application and attach a list of
additional properties if:

• All properties are residential,  or all properties are
commercial;  AND

• All properties have identical owners;   AND
• All properties have the same transfer/sale date.

Mark “Y” for yes on the application at “Additional
Property List Attached” and fill in the number of properties
listed on the attachment.  Be sure to include the correct
address, taxkey number, and number of residential units for
each property.  This attachment must be signed by one
owner and notarized.  You may download a form from our
web site (www.milwaukee.gov/dns/forms) and go to the
Department of Neighborhood Services Property Recording
page (www.milwaukee.gov/propertyrecording) for more
information. You can also call (414) 286-8569 to request
forms. 



SECTION 3: Ownership Information 
Who Must File a Recording Application
Any person having an ownership interest in a non-
exempt  property is required to file.  “Owner” is defined
as each person who is jointly or severally vested with all
or part of the legal title or all or part of the beneficial
interest.  If the property was conveyed by a land contract,
both the land contract seller and land contract purchaser
must file on the same application if they do not live at
the property. Any change of ownership interest shall be
considered a change in ownership. This includes but is
not limited to: 

• the number of owners is either increased or
decreased;

• personal ownership is changed to a corporation,
LP, LLC, LLP, trust,  estate,  etc.  or vice-versa.

Applications must contain the legal name and date of
birth of each owner of the property, also a primary home
or business  address at which personal service of process
can be made upon the owner(s) and a business or personal
telephone number of each owner where the owner(s) can
be readily contacted by the tenant or the Department.  A
post office box may not be used as an owner’s
primary residence.  A P.O. Box may be listed as the
optional preferred mailing address.  

If the property is owned by multiple owners, attach a
signed and notarized Add Owner form (DNS-
8CADDOWNER). You may download this form from our
web site (www.milwaukee.gov/dns/forms). These forms
may be requested by calling (414) 286-8569.

Note: If any ownership information is missing, the
application will be rejected.

IF AN OWNER IS:

SECTION 3A:
A PERSON complete Section 3A, including date of
birth.  The application gives a place to list two
individual owners.  If  property is jointly owned such
as husband and wife, each name must be listed
separately as Owner 1 and Owner 2.

A GENERAL PARTNERSHIP not registered with
the Secretary of State, complete Section 3A with each
partner’s name listed as an owner.

“Doing Business As”
If you are operating a business with a name that is
different than the owner’s name, complete Section 3A
with each owner and complete the “Doing Business
As” line in Section 3A.

SECTION 3B: Legal Entities-
CORPORATION, LP, LLP, LLC, Etc.
Complete Section 3B, listing information as registered
with the Secretary of State, including name and
address of the registered agent and the corporate
division identification number.  This information
must match the State file exactly. If it does not
match, please make corrections with the State, and
identify on your application that the corrected
information is pending. Wherever a Corporation,
Limited Liability Corporation, or Limited Liability
Partnership is used, there must be a person listed as a
preferred contact with address and phone number for
each. Example: If the owner is a corporation and the
registered agent is a corporation, a person must be
listed for both.

NOTE: Call the Wisconsin Department of Financial
Institutions, Corporate Division at (608) 261-7577 or
go to 

http://www.wdfi.org 

for your assigned Wisconsin identification number.
Check your appropriate Secretary of State if not
Wisconsin.

SECTION 3C: Trust, Estate Or Other
Complete Section 3C, listing trust, estate, etc. as
owner.  If the owner is a trust, also provide the name of
the trustee. If the owner is an estate, provide the name
of the personal representative. (If owner is Other,
please explain.)

SECTION 4: Operator
An operator is required if none of the owners reside
in the counties of Milwaukee, Racine, Washington,
Waukesha, Ozaukee, Kenosha or Walworth.
THE OPERATOR’S BUSINESS OR PERSONAL
ADDRESS MUST BE IN ONE OF THESE
COUNTIES.

Provide the legal name, address and telephone number
of the person authorized to act as operator of the
property. If the operator is a corporation, limited
partnership, or limited liability company, list the name
and address of the registered agent  and the
identification number as registered with the Secretary
of State. This information must match your respective
State file exactly.  If it does not match, please make
corrections with the State, and identify on your
application that the corrected information is pending.

NOTE: An operator’s signature is required for
the Operator’s Statement in Section 4 and it must
be notarized. 
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SECTION 5: Preferred Primary Contact
You may designate a preferred primary contact here for
matters relating to property maintenance. If the preferred
primary contact is one of the people listed in Sections 3 or
4 you need only enter their name in this section.

SECTION 6: Signatures
At least one owner is required to sign the application,
notarized as an affidavit under penalty of s946.32(1)(a)
Wisconsin Statutes.

If the owner is a corporation, a corporate officer must sign
the application in the space provided and provide their title.

If the owner is a limited partnership, the manager must sign
the application in the space provided and provide their title.

If the owner is a limited liability company, a manager or
member must sign in the space provided and provide their
title. If the owner is a limited liability partnership a partner
must sign in the space provided and provide their title.

If the owner is a trust a trustee must sign in the space
provided and provide their title.

If the owner is an estate the personal representative, etc.
must sign in the space provided and provide their title.

If the owners are parties in a land contract,  both land
contract purchaser and land contract seller must sign the
same application and have their signatures notarized.

If an operator is required in Section 4 the operator’s
signature is required for the Operator’s Statement in
and it must be notarized. 

Al l  attachment(s ) must be s igned by at l eas t one
of the owners  and the s ignature notari zed.
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MAKE YOUR BUILDINGS TALK TO YOU!MAKE YOUR BUILDINGS TALK TO YOU!
Now you can have your property contact YOU when something significant happens.  Use the City of Milwaukee’s
E-Notify System to have e-mail sent to you whenever DNS receives or issues any new document including
recorded ownership, orders, complaints or permits.  Here’s how:

1.Go to http://itmdapps.ci.mil.wi.us/login/login/notificationsignin.jsp  Or click on Get
Notices by Email (E-Notify) button on the City home page http://city.milwaukee.gov

2.Click on “NEW USER” and register your name and email address to get a password
e-mailed to you. Click SUBMIT to finish the registration. 

3. Click on the blue "E-Notify" button on the left side and re-login.
4. Select items under "Location Based Notification" by checking the box(s) and follow the instructions on

entering an address to subscribe to. 
5. After checking the "Completed Entering Addresses" box, remember to click the "Update Notification"

button at the top before exiting. 

You can also set a “range” and get hits within a 600 ft., 1000 ft., or a half-mile.  Follow what’s happening around the
neighborhood! More help is available at www.milwaukee.gov/dns

NOW ON THE INTERNET!
Information about Milwaukee Property!

• TAXKEY NUMBER    • ASSESSMENT • YEAR BUILT   • LAST CONVEYANCE DATE  • LOT SIZE   

• ZONING CODE   • TOTAL SQUARE FOOT FLOOR AREA   • 1ST FLR AREA  • STORIES    • DWELLING UNITS   

• TOTAL ROOMS   • BEDROOMS   • BATHS • HALF BATHS • CENTRAL AIR CONDITIONING 

• BASEMENT • FIRE PLACE • GARAGE  TYPE

ALL of this information is available on the INTERNET  at this address “all in lower case”:

Select the “Get Property Information” button  and enter the address!

After the address is entered information from multiple departments is displayed along with helpful links. Click on the words “see details” highlighted in

blue to drill down for more information.  Department of Neighborhood Services (DNS) information is listed under “Property Recording, Code

Violations, Service Requests and Permits.”

On the Neighborhood Services web page one can look up the recorded owner of a property and related listings. Go to the Property Data link on the

DNS main page at www.milwaukee.gov/dns or type in this direct link:


